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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. I NO FURTHER ACCUMULATION ANTICIPATE1 

.-  
I_ 

11 - and t i t l e s ,  i f  any, 
and f i l e  arrangement ) . .: 
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SEE ATTACHED SHEETS 
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13. Is t h i s  t h e  Record Copy of t h e  series? 

1 4 .  Is the re  a dupl ica t ion  o? t h i s  series i n  another o f f i c e  o r  agency? 

[XI 1 

[ 1 [ X I  

[ 1 [XI 

16. Does the  series contain c l a s s i f i e d  informatioli r equ i r ing  s e c u r i t y  handling? [ 1 [XI 

17.  Does t h e  series i n i t i a t e ,  amend o r  te rmina te  agency p o l i c i e s  and procedures? [ 1 [ X I  

18. Could the  [ X I  [ I 
19. Is t h e  series ( o r  major por t ion  of i t) regu la r ly  microfilmed? If yes ,  why? E 1 [ X I  

20. Does the  yecord series bprovide data as input  t o  an EDP f i l e ?  [ 1 [ X I  

21. Does t h e  record series contain documentation produced as EDP p r in tou t?  [ 1 [XI 

22. Has t h e  Federal  Government i ssued  in s t ruc t ions  goveq ing  t h e  retent ion/dispo-  I [XI 

23. Will t he re  be a need f o r  t hese  records 10,  1 5  years  from now? I f  yes ,  what? - .  [XI 1 

;! I 
, ,  

i .  

15. Is t h e  information conta ined . in  t h i s  series ever su&arized o r  published? 
Attach copy of summary o r  publ ica t ion .  

funct ion be  performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

s i t i o n  of t hese  f i l es?  

I 
I. 

Records are needed for .  cour t  appearances f o r  up t o  '10 pears-. 
2 4 .  REQUIREMENTS. The following requi res  t h e  f i l e s  t o  be kept (See a t tached  sheet:E 

a. [ ]STATE b .  [ ISTATWE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  [$ADMINISTRATIVE f .  [ ] H I S T O R I C A L  
LAW L I  M I  TAT1 ON PERIOD ' LAW DECISION VAI,LJE 

(Cite Law, S ta tu te ,  or  other  reason for  t he  retentiotr r .quirsnmf,)  

SEE ATTACHED SHEETS 
__ - . - -. -_ - - - - __ __ __ -- -~ _- --- 

25. A E m - R E C O M M N D A T I O N S .  This agency recommends t h a t  t he  f i l e  s e r i e s  be cu t  of f  a t  t h e  end  
of each - [ ]CALENDAR YEAR -[]FISCAL YEAR -k]OTHERAE AW- - ,then : 

[ 3 H o l d  i n  t h e  cur ren t  f i l es  area ' ; month(s)/  year(s): 
[ .] Transfer  t o  [ ] S t a t e  Records Center [ ] Local Holding Area; hold y e a r ( s ) :  
[ 3 Destroy. 
[ ] Transfer  t o  State Archives f o r  permanent r e t en t ion .  
[ 3 Destroy immediately after cut-off.  
[ ] Other: (Specify)  

( Indica te  briefly rat ionale  for  recornendations above/or write addi t ional  remarks) : 

are: 



APPl 
r 

- No Description 
1 

LOAN COMPANY CASE FILES - DOCU- 
ments relating to maintaining 
case records of Industrial Loan ' 
Companies. 

Included are: 

Original Application for License 
~ File - Documents relating to 
licensing to conduct business in 

f ir$t "Application for License'' 
(Form IL-1, IL-2, IL-3 or IL-4). 
File is arranged alphabetically by 
city; thereunder alphabetically by 
name of company; thereunder numer- 
ically by company license number when 
a company has more than one office in 
a city. 

!I 

]&)-h Georgia. Included only is company's 

/ 

2' 

Loan Company License File - Docu- 
ments relating to renewing licenses 
of companies to conduct business in 

Included are copies of 
"State of Georgia License" (Form 
IL-4), Annual License Renewal 
Application (Form IL-6), and related 
correspondence. (Corpotate Charter 
may also be included) 
arranged alphabetically by city; 
thereunder alphabetically by name 
of company; thereunder numerically 
by company license number when a 
company has more than one office 
in a city. 

Loan Company Examination File - Docu- 
companies. Included are Manager's 

Examiner's Report (Form IL-11); 
Examination of Georgia Industrial 
Loan Licensee (no form no.). File 
is arranged alphabetically by city; 
thereunder alphabetically by name 
of company; thereunder numerically 
by company license number when a 
company has more than one office in 
a city. 

37-fi Georgia. 

File is 

-. ' ' 1  Ents relating to examining loan 

2T-k Qualification Affidavit (Form IL-15) 

Disposition 
, ,  
/ 

Maintain in current files 
area until company is no 
longer doing business in 
Georgia; then 

Upon termination of a company's 
permission to conduct business 
in the State, remove entire 
Loan Company Case File from active 
file and place in Closed Loan 
Company Case Files; Cut off 
Closed Loan Company Case File 
at end of each calendar year; 
then transfer to State Records 
Center; hold 10 years; then destroy. 

Cut off file at end of each 
calendar year; hold in current 
files area 2 years; then 
transfer to State Records 
Center; hold 8 years; then 
destroy. 

Cut off file at end of each 
calendar year; then transfer 
to State Records Center; 
hold 2 years; then destroy. 



Loan Company Tax Report Files - 
Documents relating to maintaining 
taxation reports of loan companies. files area 2 years; then 
Included only is Loan Tax Report 

loans at the beginning of month, 
amount of loan made, collections, 
interest and other information 
necessary to compute tax due. File 
is arranged alphabetically by city; 
thereunder alphabetically by name of 
company; thereunder numerically by 
company lkcense number when a company 
has more than one office in a city. 

Loan Company Annual Statement File - 
annual financial status of loan files area 2 years; then retire 
companies. Included ohly is companies to State Archives for permanent 

File is arranged alphabetically by 
name of company. 

Cut off file at end of each 
fiscal year; hold in current 

transfer to State Records 

destroy. 

' 8 
8-6 (Form IL-12) describing outstanding Center; hold 3 years; then 

Cut off file at end of each 7 5 I Documents relating to reporting , fiscal year; hold in current 

75-/sq annual statement (Form IL-7 and IL-8). retention. 

JUSTIFICATION 

Original Application for License File - Original application must 
be kept in office for reference as long as company is in operation. 

Loan Company License File - Records must be available for court 
proceedings for up to 10 years. 

Loan Company Examination'File - Records are used for review in 
revoking licenses when unauthorized or illegal activity is not 
corrected. 

Loan Company Tax Report File - Records are needed 5 years for 
auditing when discovered that a company has filed a fraudulent 
tax feturn. 

Loan Company Annual Statement File - Records have enduring historical 
value. 



OFFICE OF THE COMPTROLLER GENERAL 
Industrial Loan Department 

I 

4 / 

The Industrial Loan Department licenses and regulates the industrial loan 
offices of Georgia. Offices are licensed €or the direct lending of cash in 
amounts not to exceed $3,000.00 for a period of up to 36 months, 15 days. 
Regulatory activities include periodic examinations of offices; loan tax 
reports and annual reports; and handling consumer inquiries and complaints. 

APPl 
No - 
27-A 

28-A 

33 

OFFICE OF THE 
Industrial 

Loan 

.t 
Description 

COMPTROLLER GENERAL 
Loan Department 
Division 

LOAN COMPANY EXAMINATION FILE - 
Documents relating to examining 
loan companies. Included are Man- 
ager's Qualification Affidavit 
(form IL-15); Examiner's Report 
(form IL-11); Examination of 
Georgia Industrial Loan Licensee. 
File is arranged alphabetically 
by city; thereunder alphabetically 
by name of company; thereunder 
numerically by company license 
number when a company has more 
than one office in a city. 

LOAN COMPANY TAX REPORT FILES - 
Documents relating to maintaining 
taxation reports of loan companies. 
Included only is Loan Tax Report 
(form IL-12) describing the out- 
standing loans at the beginning of 
month, amount of loan made, collec- 
tions, interest and other informa- 
tion necessary to compute tax due. 
File is arranged alphabetically by 
city, thereunder alphabetically by 
name of company; thereunder numer- 
ically by company license number 
when company has more than one 
office in a city. 

QUARTERLY INSURANCE REPORT FILES - 
Documents relating to quarterly 
reports by companies. Included are 
reports (form IL-13). Files are 
arranged alphabetically by company 
within insurance class. 
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Disposition 

Cut off file at end of each 
calendar year; then transfer 
to State Records Center, hold 
2 years; then destroy. 
APPROVED: 11110/71 
AMENDED: 6130175 

ch 
fisca ear, hold ' current 
files area 
transfer to Records 
Center, h d 3 yea - then 
APP VED: 11/10/7i 
ENDED: 6130175 

A M E N D C ~  €Us19 I 

Cut off files at end of each 
calendar year, hold in current 
files area 1 year; then trans- 
fer to State Records Center, 
hold 4 years; then destroy. 
APPROVED: 12/7/71 



. .  .. 

\ Records Retention Schedule 

OFFICE OF THE COMPTROLLER GENERAL I 

i- Industrial Loan Department 
Loan Division 

APPl 8 / - No Description 
n, 37-A LOAN COMPANY LICENSE RENEWAL 
1 

FILE - Documents relating to 
renewing licenses of companies 
to conduct business in Georgia. 
Included are copies of "State 
of Georgia License" (Form IL-4), 
Annual License Renewal Appli- 
cation (Form IL-6) ; and .related 
correspondence. (Corporate 
Charter m( y also be included). 

by city; thereunder alphabeti- 
cally by name of company; there- 
under numerically by company 
license number when a company has 
more than one office in a city. 

File is a f ranged alphabetically 

100-A ORIGINAL APPLICATION FOR LICENSE 
FILE - Documents relating to 
licensing to conduct business in 
Georgia. Included only is 
company's first "Application for 
License" (Form IL-1, IL-2, IL-3 
or IL-4). File is arranged alpha- 
betically by city; thereunder 
alphabetically by name of company; 
thereunder numerically by company 
license number when a company has 
more than one office in a city. 

' 

Disposition 
Cut off file at end of each 
calendar year; hold in current 
files-area 2 years; then 
transfer to State Records 
Center; hold 8 years; then 
destroy. 
APPROVED: 12/01/71. 
AMENDED: 06130175. 

Maintain in current files area 
until company is no longer 
doing business in Georgia; then 

Upon termination of a company's 
permission to conduct business 
in the State, remove entire 
Loan Company Case File from 
active file and place in Closed 
Loan Company Case Files; Cut 
off Closed Loan Company Case File 
at end of each calendar year; 
then transfer to State Records 
Center; hold 10 years; then 
destroy. 
APPROVED : 041 071 72. 
AMENDED: 06130175. 

75-159 LOAN COMPANY ANNUAL STATEMENT Cut off file at end of each 
FILE - Documents relatlng to re- fiscal year; hold in current 
porting annual financial status of files area 2 years; then retire 
loan companies. Included only is to State Archives for permanent 
companies annual statement (Form retention. 

alphabetically by name of company. 
IL-7 and IL-8). File is arranged APPROVED: 06130r75. 
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